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HISTORY AND DEVELOPMENT OF BOOKKEEPI NG AND 
ACCOUNTING I N THE SECONDARY SCHO OLS 
INTRODUCTION 
The study of bookkeeping and accounting occupies a very 
important place in the commercial field today. The writing of 
history to preserve information about events after they have 
passed from our view has been one of the greatest inventions of 
the human race. In the same way bookkeeping and accounting per-
form the same service for business, and the early pioneers in 
commerce worked out a more concise and systematic method of 
preserving the records than the narrative plan. The accountant 
is the historian of the business enterprise and the records, 
accurately kept and interpreted in an intelligent way, furnish 
the information which will guide t he business man in planning for 
the future. 
Bookkeeping and accounting are not a discovery of science 
but are the result of continued efforts to meet the requirements 
and needs of trade as they have gradually developed and were 
brought about by the rapid increase in industry. The fundamental 
basis with which the early pioneers started has remained the 
same but the gradual rise of commerce and the complex require-
ments of modern business have cons t antly been bringing about 
improvements in comprehensiveness and detail. 
"One by one the successive steps in the evolution of 
account books were achieved till finally it wa s rea lized that the 
transactions of business in their entirety form a homo genous 
whole which is capable of being marshalled in t h e fi"2llil~· work of a 
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system. When this was discovered there . originated what is knovm 
as "double entry" which may be said to form the b asis of all 
systems o.f bookkeeping worthy of name. u # 
DEFINITION OF TERMS • 
Accounting is the foundation of every business. Without 
adequate, modern accoun ting records vmich show in an intelligent 
form the results of each separate activity as well as of the 
business as a whole, modern enterprise would be i mpossible. I 
Bookkeeping is thought of as the art of keeping ac counts; of I 
recording in a regular, concise and ac curate manner the business 
transactions in a set of books for the purpose. It deals with 
each transaction individually and collectively in so far as 
individual tre.nsactions may be classified in groups of like 
nature. The three chief princ iples of bookkeeping work are: 
1. The record should be so explicit and minute in detail 
that, at any subsequent time, the nature and character 
of the transaction may be readily perceived without 
any oral explanation, even if such were possible. 
2. A~ the leading principle of bookkeeping is classi-
fication, the transactions should be so classified 
that at any time the total results of such t r ansactions 
or any particular cl ass thereof, during any given 
period, may be readily ascertained. 
3. The system of account keeping should be devised so that 
the maximum amount of information may be obtained with 
the minimum of clerical labor. ## 
# History of Accounting. 
## Accounting Principles. 
Richard Brown C. A. 
Alexander Hamilton Institute Vol. 9 
• 
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'I Accounting on the other hand is a general term which 
I includes bookkeeping, auditing, system building etc. in the same 
way as the term Mathamatics includes arithmetic, algebra, geom-
It is the science which treats of the 
I
' etry, trigonometry, etc. 
proper recording, classification, presentation and interpretation ' 
.I of t he financial facts relating to a business enterprise. Book-
keeping is that part of ac counting which relates to the recording 
of the transactions. It is har·d to tell just where bookkeeping 
ends and accounting begin,s. # 
The task of the ac ·'o1.mtant may be generally described as 
that of analysis and correlation of various figures so •that the 
important facts about a business, both t h e details and the 
larger meanings, may appear> in their proper light and emphasis. 
The task of the bookkeeper, however, although important does not 
ordinarily involve a very keen analysis of the business situation l 
I 
The process of bookkeeping, though requiring intel~igence, very 1 
great ac curacy, and general good common sense, are chiefly those 
of routine. The understanding of all bookkeeping principles is 
essential, however, to an ac :::ountant's work and although there 
are thousands of bo okkeeping forms, an ac countant does not have 
to be familiar with them all, a s they are all based on a few 
fundamental principles. 
# 20th Century Bookkeeping and Accounting James M. Barker 
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EARLY HISTORY Introduction 
The first instruction in bo okkeeping of which there is any 
recor d was in Italy in the early part of the 16th century. It 
was derived from a treatise pub l ished by Lucia Paciola in 1494 
at Venice. This served as a basis for other Italian treatises 
and by t he latter part of t he 16th century the knowledge had 
t o all the important countr ies. Since t hen great improvement 
has been made in the science of bookkeeping and account i ng but 
the methods of teaching remained almo s t unchanged until recently. 
Apprenticeship to practitioner s f ormed t he bulk of t h e prepara-
tion and wa s regarded as the most important part of it ; the 
remainder was given in smal l public schools and th i s wa s the 
condition of af f airs in almost all countries until the middle of 
the nineteenth century. 
Early Books 
Before the busines s schools came i nto existence t h er e was 
I 
some demand for bookkeeping , especially in the colonies where t he j 
people wer e interested i n trading. There was a demand for books 1 
which treated of mercantile a c counts. The ear l iest work which 
was used extensively was "Bookkeeping Methodiz 1 d ; a Meth odical 
Treatise on Mercantile Ac counts, ac cording to Italian Form" by 
John Mair of Edinburgh. The first edition of th i s wa s in 1736. 
It was a very popular textbook a nd its sixth edition published 
in 1760 was much enlarged, with an appendix, containing a s the 
,. 
pr eface puts it, "a vast amo)lnt of useful inf ormation" and a,dd,ed 
a 11 chapter for the benefit of young merch ants wh o were trading 
I, 
i 
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with or wished to settle in Virginia, to show the methods of ac-
counts use d by the Storekeepers the r e." 
In 1796 11The American Accountant, containing the principles of 
Mercantile Aritbmetic, or all the rules necessary for forming a 
complete accountant, methodically arranged and largely exempli-
fied, the whole adapted to the commerce of the .United States" 
was published by Benjami n Workman of Philadelphia. The author 
claimed the chief merit of the book lay in its large number of 
practical examples. One of these is as follows: 
#9. Vfuen first the marr iage knot was tied 
Between my wife and me 
My a ge did hers as f ar exceed 
As three times t hree do three 
But after ten arid h alf ten ·years 
We man and wife h ad been 
Our ages t h en appear to be 
As eight is t o sixteen 
Now, Tryo, skilled in number, say 
What were our ages on the wedding day? 
Ans. Sir: forty-five years you had been 
Your bride no more than just fift~en. # 
Other important books of this per~od were William Jackson's 
nBookkeeping in . the true Italian form of Debtox• and Creditor", 
published in 1801 and which was very widely used and the 
"Students Assistant -- containing a concise method of bookkeep-
ingtr by James Maginness which he pr epared for t h e use of his 
students in 1817. 
Early Schools. 
The beginning of commercial educ ation in the Unite d States 
wa s brought about through the growth of private enterprise in 
response to public need. In the early part of the nineteenth 
century ther e was practically nothing in the way of inst ruction 
to prepare for business life. Boys who wished to enter business 
# Beginning of the Commercial Schools- Charles G. Reigner 
Education 42: 133-144 Nov. 1921 
• 
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left school early to enter stores or offices to serve appren-
ticeship. Here they learned such bookkeeping and methods as were 1 
I 
-I 
I 
then in vogue. The quality of the instru ction depended on the 
employer. There was little opportunity for comparison or 
improvement of method and progress was very slow. The I increasing 
importance of commerce attracted more and more men than the of-
fices could train and the training was too slow for those who. had j 
reached manhood. To replace this apprenticeship there appeared I 
the institution which is known a s the American Business College-- ~ 
at first in a very primitive form and later in a highly organized ! 
way. 
Before the beginning of the "business college" the earliest 
instruction in bookkeeping wa s given by a few men who offered 
private classes in the subject. James Bennett, an ac countant, 
lecturer on bookkeeping and President of the Ac countants' 
Benevolent Society of New York was one of the first. In 1820 
he published for use in his classes "The Arr.erican System of 
Bookkeeping and Practical Aritbmetic.u This text wa s very popu-
lar and ran t hrough the fortieth edition. He was one of the 
first to believe that the art of bookkeeping could be acquired 
in the schoolroom quite as well a s by the apprenticeship system 
and in a shorter time. He says "It only requires the proper 
books and forms and the correct plan of co~nunication to crown 
an able instructor with success." 
In Boston, Benjamin Foster, teacher of V!ri ting and Bookkeep-
ing conducted classes in Bookkeeping which he advertised as 
follows: 
"Commercial Bookkeeping is taught in a practical manner .. ; 
• 
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the learner is exercised in buying and selling , in making out 
bills, invoices and ac count s a les, an at t empt i s made to teach 
whatever belongs to the well-regulated Counting House. Classes, 
morning, afternoon and even i ng. Blank bo oks, Pens, Ink , and 
Paper furnished with extra charge • 
Ter ms 
For course of lessons in Bookkeeping by Singl e and Double 
entry in which pupil will be qualified to act as Bo okkeeper 
I 
in the most extensive and diversified establishrnent.-$12.00.'f 
Another man, Thoma s Jone s , Ac countant, Principal of the 
Initiatory Counting Rooms and Commercial Academy of New York 
offered , in 1841, a course as good and a s complete as any of 
those offered. He advertised to nafford gentlemen prepar ation 
to enter the counting r oom and particularly merchants' clerks 
the opportunity of securing a thorough commer cial education." 
There is some disagreement as to who was t he founder of the 
first business school but R. M. Bartlett of Philadelphia is 
believed by a great many to be the pioneer in thi s movement. He 
began his first scho ol for the teach of penmansh ip, bookkeeping, 
and commercial arit~~etic in 1834. After a ye ar's experience he 
went to Pittsburg wh er e he conducted a school for six years and 
. from there he went to Cincinnati and founded another. 
His own explanation as to h ow he came to start a school 
illustra tes the failures of the old apprenticeship sy stem to 
train boys for the new commercial demands and the demands which 
I 
were ever increasing for workers in the clerica l side of business i 
"He says that when he came of a ge he wishe d to know more of book- : 
'.1 ', keeping but could find no way of getting t h e i nstru ction. He 
offered to enter bus i nes s houses and learn, but was told t hat the l 
• 
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proprietors did n ot want to b e bother ed. The predic ament in which l 
he was placed wa s of not being taken into an off ice unless he 
1 knevv bookkeeping, and yet having no place to go and learn. # I 
From 1834 he devoted his life in furnishing some sort of instruc-
1 ti on that would serve as a sort of substitute f or apprenticeship 
1 in commercial work. 
Other similiar schools were started abo ut t h e s ruae time by 
Peter Duff in Pittsburg i n 1839, G. N. Comers, of Boston and 
Jonathan Jones of St. Louis 'in 1840. 
I 
Dol bear, who opened a sch ool I 
in New York in 1835, is a lso named by some as one of the leaders 
in the field. All of these early efforts toward this so r t of 
education wer e for the most part the efforts of men who f elt the 
need and att empted pers onally t o f i l l it. 
In 1835 H. B. Bryant and H. D. Strat t on, both of whom had 
been students i n a Cleveland Business College, formed a partner-
ship with J ames W. Lusk and established the first Bryant and 
Stra tton school at Cleveland. They proposed to establish one of 
their scho ols in every city with a population over 10,000 and to 
make their schools a national institution which wou l d give a 
tra ining for business in all part s of the country. They wer e 
organ ized in what is known as a " chain". The s chools were all to 
use uniform textbooks and instruction wa s to be given in penman-
ship, bookkeeping, commercial aritlLmetic and conwercial law. They ! 
also arranged a system of interchangeable scholarships wh i ch I 
~ enabled students to transfer to schools in various cities as they 
wished, without loss of time and instruction. 
I 
The emphasis in all secondary education previous to th i s time i 
had been upon academic tr aining. Navigation, 1821; Bookkeeping, 
# Meaning and pr a ctice of Commercial Education - Cheesman Herrick 1 
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1823; and Commerce, 1836, had been offered but did not last long a 
the preparation for college was the sole aim of the schools. In 
the business "colleges" the main idea was to prepare for business 
and bookkeeping was the foundation subject in most al l of these 
early schools. It was the first subj ect to be extensively adopted,! 
• and by the very nature of the work, became the centre around which I 
commercial studies developed. Even as late as 1900 the enrollment 
of students in public "Business Classes" was only 21,253 vvhile 
' 
those enrolled in Bookkeeping numbered 68,890. # 
INSTRUCTION 
The instruction given was very meagre and along narr ow tech-
nical' lines. Few teachers were required and in many cases the 
entire i nstruction was given by one man, A great many of the 
teachers were men of little education themselves. Many of them 
were merely graduates of the same type of schools. Often the 
serious aims of this sort of education were defeated by the influ-
ence of the money-making spirit in the management of the schools 
and many inducements were offered to pupils to come and attend 
s ome particular school. However, in spite of the many evils the 
schools grew in size and number wi th great rapidity , for they 
furnished training which could not be had e lsewhere. From an 
enrollment of about a few score in 1840 it increased in half a 
century to more than 10,000. They had risen to fulfill a need and 
their success shows that t hey had accommplished something. 
TEXTBOOKS 
There were few textbo ~'ks. The arithmetic and bookkeeping we:r>e 
taught in many cases from the manuscripts prepared by actual 
accountants engaged in business. The subject mat ter was dictated 
# Report of Comm issioner of Education 1900 -- Vol. 2, page 2478 
I. 
• 
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by the instructor and the equipment usually was a single r oom 
having a few chairs and a desk. J ackson 's textbook, previously 
mentioned, was still widely used a s was the work of James Bennett. 
Peter Duff also published a textbook which was more famous than 
·his school. s. s. Packard collected a considerable library of 
British, French and American books and made them the basis of 
Bryant and Stratton's bookkeeping. Many of these early books were 
in manusc~ipt and there was a great deal of pirating these manu-
1scripts by those who had gotten instruction from them. 
I COURSES 
I The usual demand for clerical training was the only thing 
which held this early work together, it was so poorly organized 
and so loosely connected. The following is a description of the 
course given in one of the earliest "Business Colleges" (Martyn's 
Commercial College, Washington, D. C., about 1850): 
Our course will be almost entirely devoted to the 
science of double entry bookkeeping in its simplest 
and most intricate forms, embracing all the practical 
methods known in busi ness, thereby preparing and 
familiarizing the students with almost eyery description 
of business where the knowledge of the science of accounts 
is necessary, enabling them to embark with every reasonable 
hope of success in almost any enterprise, from the small 
retail grocery and general store to the wholesale shipping 
commission, and banking business. This course will also 
be devoted to the needful accompanying studies, ari t:b.metic 
and writing, where the younger pupils, who are insufficient-
ly advanced will be organized into a separate class in 
which they will be brought to the required standard. # 
Until after 1880 the private schools of this kind gave 
practically all the instruction in bookkeeping outside of business 
offices. By this time they had increased in importance and in 
breadth and thoroughness of instruction. They had become so 
popular and the number of high school pupils entering them had 
bec ome so great that the public schools began to put in commercial 
courses in self-defense. The motive behind the starting of this 
# Commercial Education in the Secondary School-Cloyd H. Marvin 
• 
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type of education was really to bribe the pupils to stay in school. 
There was a lack of interest on the part of the school authorities 
lin commercial education and the department was placed on a lower 
.plane than the other departments, with consequent low standards 
for both pupils and teachers. The high schools had to turn to the 1 I 
business schools for its teachers and the s a laries offered were 
not sufficient to attract the best of these. In spite of all 
this the department grew, broadened, raised its standards of work, 
and today st ands on an equal basis with the other branches of 
secondary education. After about 1894 the enrollment in the 
private commercial schools had diminished, due partly to business 
depression s and partly to the fact that t he public high school 
was offering commercial education. 
I -12- l 
I 
BOOKKEEPING I 
' 
! 
I 
' Schools requiring Bookkeeping ( Of 121 schools reporting) 
Years required Number Percent age I 
' -
• 1/3 
I 
1/2 4 3.3 I 
3/4 I 
1 13 11.5 
I 1-1/2 13 10.8 
I 1-3/4 1 . • 83 ' I 
I 2 
60 - 49.5 I 
2-1/2 7 5.7 I 
3 17 14.0 
3-1/2 1 .83 
4 4 3.3 I 
I 
I 
I 
# Survey of Commercial Education in the United States I I 
Leverett 3. Lyon 
University of Chicago Press Sept. 1919 
I 
I 
I 
I 
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LATER DEVELOPMENT 
Introduction 
Since 1900 there has been a very marked advance in bookkeep-
ing instruction in both the public high schools and also in the 
private business schools. I The high school be gan to extend and to , 
raise the standards of its commercial education. Business became ! 
more complex and required more careful and more specialized train- ' 
ing for those entering it. Education became broader, more practi- 1 
cal and more democratic. The rapid development of the commercial 
courses in the high school led to much interest in high schools 
I definitely devoted to business work, such as the so-called Commer- 1 
cial High Schools. This type of school was established in the 
important cities throughout the country and today there are about ' 
twenty.of this type of High School in the United States. 
Courses 
There is considerable lack of uniformity in the length of 
time required in the different commercial high scho ols for the 
technical courses given. Some of them give a two-year course in 
bookkeeping, others only one year and still others from three to 
foUl~ years. Almost any variation between one t o four years can 
be found. .(See diagram). 
A good example of a course lasting two years is taken from 
the Commerce and Finance course of the Drexel Institute, one of 
the best endowed secondary schools of the country. The course is 
as follows: 
First Year 
First Term: Bookkeeping--principles and practice of double entry-1 
simple transactions and business forms. 
• 
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Second Term: Principles and practices of double entry in more 
complicated transactions--Shipments, co nsignments 
and business forms. 
Second ~ 71~14--. · 
First Term: Advanced bookkeeping introducing order book, cash 
book, sales book , bill book etc.--each student is 
required to keep the entire ac counts for a limited 
time of a dozen business concerns, representing the 
leading industrial and commercial corporations. 
Second Term: Advanced Bookkeeping continued. # 
This _program h as been widely followed by schools of similar 
type in all parts of the country and it is a good example of the 
best work given. Besides ·the two year course there is a course 
called the "Office Course" which lasts one year, the object of 
which is to prepare young men and women for positions as Book-
keepers. It includes Bookkeeping, Business Forms and Customs, 
Typing, Commercial Arithmetic, English and Penmanship. The entire
1 
course is directed to training in the most approved methods of 
keeping business records. 
As early as 1900 it was advocated at the Conference of the 
National Education Association that the courses given should be 
so arranged that pupils having to leave early should get as much 
training in things of value as possible. The bookkeeping for the 
first ye ar should be simple but thorough and careful attention 
should be given to the form and use of business papers. The 
principles should be thoroughly understood and the pupils able to 
apply them correctly. At the end of the first year pupils should 
be able to open, conduct, and close intelligently an ordinary set 
of books requiring a knowledge of the use of the day-book, jour-
nal, cash book, sales book and ledger and able to make a clear 
statement of the condition of the business from the ledger. The 
second year should be a co ntinuation of the first, increasing 
# Education in the United St ates. N. M. Butler 
I 
I 
I 
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in difficulties and accompanied by a thorough course in business 
practice and office routine. In the third and fourth more diffi-
cult work should be presented and the duties of an ac countant and 
~ auditor studied. 
• 
In 1915, at the National Education Association meeting, 
I proposal was made that the four-year High School commercial course~ 
should be divided into two schedules,_ one emphasizing Accounting 
and the other Stenography and Typewriting. Bookkeepins was to be ' 
required f~~ two years in the Accounting Course and one year in 
the Stenography and Typewriting Course, with further work in 
bookkeeping an elective in both courses. • 
In the report of 1919, the National Education Association 
advocate d beginning the Bookkeeping Courses with Business Arith-
metic in the eighth grade, and having Elementary Bookkeeping, 
which would include business forms and writing, in the ninth; 
Intermediate Bookkeeping in the tenth, advanced work in the 
eleventh and in the twelfth advanced Commercial Arithmetic. It 
was pointed out by the Committee that the course must provide for 
the needs of those who must enter business at an early a ge and 
that the more advanced and more technical work must come later in 
the course, rather than give short course which attempt to in-
elude a great deal and fit boys and girls for service beyond 
their abilities. 
In about all the modern high schools today elementary book-
keeping is usually included in the first and second years of the 
.1 commercial course as a required subject, while advanced bookkeep-
ing is usually given as an elective in the last t wo years. The 
class periods are usually forty-five t o fifty-five minut es in 
length and some schools use double periods. 
-16-
The first year's work in many high schools may be a combina-
I tion of commercial arithmetic and so-called busine ss pr actice which 
I 
is primarily to get students familiar with business papers and 
forms. This -would be followed by a course in bookkeeping planned 
to cover two years with the elements of ac~ ounting in the senior 
year. The first · yearts work in bookkeeping would be required fro~ 
the fact thay anyone entering a commercial career needs some train-
ing in the keeping of records in the ability to interpret business! 
data and a knowledge of business practice. The second year's 
work and the course in the elements of accounting would be an 
I 
electiv-e or required of those students taking an accounting 
The work would be as follows: 
courser 
First Year 
1. A thorough study of the ledger, the simple classification of 
accounts, the relation of these accounts t o one another, and 
the meaning of debit and credit as applied to these ac ~ ounts. 
2. Topical studies of the journal, purchase book and purchase 
journal, sales book and sales journal, cash book and bill 
book; practice in preparing business papers used in connec-
ti on with these books; posting and the trial balance. 
3. Profit and loss statement and balance sheet and closing 
ledger by journal entries. 
4. Special problems including correction and adjustment entries. 
5. The business narrative or practice sets. This should be used ! 
as a review only, with the purpose of emphasizing principles I 
and correlating business practice and bookkeeping. Sets 
should be short, and arithmetical work should be simple. 
Second Year 
1. Topical studies of loose-leaf and card ledgers, subsidiary 
ledgers and controlling accounts, columnar books of original 
entry, and the voucher system. 
2. A more extensive analysis and classification of accounts. 
Emphasis should be placed on the distinction between capital 
and income. A study should be made of the ac ~ounts peculiar 
to a partnership and corporation. 
I 
I 
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3. A study of profit and loss statement sectionalized, the 
arrangement of items on the balance sheet, and the inter-
pretation of statements. 
4. Single entry bookkeeping, including the diffei•ence between 
single and double entry and the method of changing from 
single to double entry. 
5. Practice sets for various types of busines s studied. The 
· business practice of these sets should invol-ve chiefly the 
principles studied in the second year .' s work. # 
The course given in the elements of accounting would not be 
intended to prepare professional ac countanats. It would be for 
the purpose of giving a more intensive study of certain topics 
merely touched on in the preceding years' work, especially the 
balance sheet and its interpretation, income statements, controll-! 
I 
ing ac count s, special columns, reserves and depreciation. Much 
interest could be aroused if local bookkeepers and busines smen 
could be secured to explain to the class the systems of ac count-
ing used by various local firms. Visits to their firms might be 
arranged in order that the class could see how the systems actual-! 
I 
ly worked out in business. In this way the interest of the pupil 1 
could be kept up and he would be able to connect up in a pra.ctica~ 
way, the things he is learning to do in school with actual busi- I 
I 
ness conditions. 
In many schools where the commercial studies are begun as 
early as the eighth year, no formal bookkeeping is attempted as 
the student is too immature to grasp its subject matter. Even if 
he could become fairly efficient in bookkeeping l:ie would be unabl 
to secure employment in the field because of his youth. So the 
course is to give the pupil the fundamentals of business practise,j 
develop business habits and interest him in bookkeeping so he 
will have a desire t o keep on in school. The course is also 
planned so as to fit for immediate employment those who cannot, 0~ 
# High School Commercial Education. R. G. Walters. 
• I 
I 
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will not go on into the n i nth year. Below is an outline of the 
course for the Eigkth Grade: 
1. 
2. 
5. 
6. 
7. 
a. 
Definite instruction and practice should be g iven in the 
fundamental habits, such as courtesy, honesty, neatness, 
ac curacy, promptness, punctuality, cheerfulness, loyalty, 1 
industry, a t tentiveness, persistency, and any other 
qualities es sential to business success. I 
Record work , that will develop the requisi te skill in 
handling special l y ruled space, ruling lines, entering I 
figures in proper . golumns, e t c., is of special i mportanc, . 
Business forms should be taught such as Invoices, receipts, 
checks, notes, and simple or ders. 
I 
The various simpler systems of filing shou ld be taught, I 
and the opportuni ty for practice in filing should be 
afforded the pupil. The alphabetical, geographical, and I 
numerical systems may be included. 
Var ious duties connected with messenger service should 
be explained, and practice work should be afforded. 
Work of the stock clerks should be explained, Check ing 
i nvoi ces, mar king goods, making reports on the supply 
etc., may be included. 
Making change, preparing money for deposit etc. should 
be taught. 
During the last six we eks of the year the fundamental 
principles of debit and credit may be given to stimulate ! 
an interest in the bookkeeping course of the ninth. 
Simple ac 0ounts and journal entries may be required. 
In the ninth grade an elementary course in Bookkeeping is 
offered. This course is also planned to meet the mental capaci-
ties of a ninth grade student and to fit him for immediate use-
fulness in the clerical field if he is forced to go to work 
be~ore going ~arther in his studies. The pupil who has ~inished 
this year's work shouilid be able to keep a s imple set of books, or 
to assist with a more elaborate one. He should also be well 
qualified to gi ve satisfaction in many clerical positions for 
which )bgys are in great demand. And above all he should be 
stimulated to go on into the tenth year and continue his work in 
• 
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bookkeeping. The course for Elementary Bookkeeping in the Ninth · 
Year is as follows: 
1. Journalizing. 
2. Posting and taking a trial balance. 
3. Making statements of profit and loss and of assets and 
liabilities • 
4. Closing simple profit and loss accounts into the 
proprietor's or investment account by journal entries. 
5. Filing business papers. 
6. Rul:tng work in connection with ledger ac ~ ounts, state-
ments, etc. 
7. Making out monthly statements of personal accounts. 
8. Handling the various business forms in their relation 
to business transactions. 
9. Cash, trade, and bank discounts and interest transactions. 
10. Use of the following books; Journal, Sales book, invoice 
book or purchase book, cashbook, check book and ledger. 
The next year should continue the practice and drill of the 
preceding year, using more complex forms. Trading and profit and 
loss statements and balance sheets in more elaborate forms should 1 
be studied. Different types of business 
jobbing, manufacturing, etc., should be 
such as retail, wholesale, ; 
taken up and also partner-, 
I 
ship and corporate forms of business . organization should be illus-
1 
trated. Special entries, adjustment entries and correction entriels 
a l so belong to the work of this year. The pupil finishing this I 
year's work should have a thorough kno ·Nledge of bookkeeping 
practice and should be able to assume the res ponsibility of fairl I 
difficult bookkeeping. 
Following the two years of bookkeeping a course is given in 
office practice and office appliances, and all students who ex-
pect to enter business as bo okkeeper, general clerical worker, or 
l 
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I stenogr-apher should take this course. The course is as rol~ows: 
1. Business ethics and deportment. 
2. Meeting callers. 
3. Handling telephone calls -- in and out. 
4. Office Routine. 
e a. Handling mail. 
b. Billing - various methods. 
c. Filing • 
5. Office Reference Books: 
a. Dictionary. 
b. Telephone and City directory. 
c. Official Railway Guide. 
d. Postal Information Guide. 
e. Trade catalogs. 
6. Office Appliances: 
a. Mimeograph. 
b. ; Adding and calculating machines. 
c. Dictaphone. 
d. Letterpress. 
e. Multigraph. 
7. Proof Reading and printers' corrections. 
8. Rough draft. 
In this course throughout the year classroom instruction 
should be followed by practical work wherever possible. In a 
large high ·school such practice can be done in the school. The 
school notices can be typewritten by students and special work 
such as preparing mimeographed sheets for use in the different 
departments can be done in this way also. Any instructor requir-
ing clerical help of any sort can secure someone from this course I 
II I 
• 
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to do it. In this way the pupils will get some idea of actual 
work ing conditions and it will help also to keep them interested 
in their work. In t h is course conduct, punctual i ty, iniative,-
a t t itude toward wor ~c , attention to details and general dependabil-1 
ity, are some of the qualifications that should be considered in 
giving the pupil his grade. 
For the twelfth year advanced bookkeeping is offered as an 
elective. Here the instruction should be adapted to the class and1 
nothing should be attempted which is beyond their conpreh ension. 
Such a course will d evelop ability along ac counting lines and 
stimulate an interest in the larger problems of business. The 
cou~se for the advanced work is as follows: 
1. More difficult opening entries should be given. 
2. Corporate books may be treated more thoroughly. 
3. Elements of modern cost ac counting may be introduced. 
4. More difficult balan ce sheets and trading and profit and ! 
loss statements may be presented. 
5. Card record systems and card ledgers should be given 
special attention. 
6. Loose-leaf systems may be studied more in det a il. 
7. "Voucher System 11 • 
8. Changing from single to double entry should be explained., 
9. Accounting problems connected with the distribution of 1 
profits in both partnership and corporate forms of organ-
ization should be given. 
10. Depreciation, reserve accounts, and sinking fund. 
' 
11. Special ledgers, controlling ac counts, ana lysi s of ac-
counts, and study of their relations shou ld receive 
attention. 
12. Study of several representative sets of books used by 
local firms. 
• 
II 
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In all the work given in bookkeeping the most modern methods 
of! business should be taught, and as much practical work given as 
possible. In the elementary course the pupils might keep their 
own cash ac count for a certain period of time, and things of this 
nature should be introduced as much as possible to keep them 
interested. In the working out of the practice "sets 11 the record-
1 
ing of the transaction from the actual invoice, check, note, draft!, 
or order is far more business-like than following printed rules ofj 
procedure and it develops a business-like atmosphere and forces 1 
the pupil to do his own thinking. Trips to offices to find out 
how the work is actually done is also a good way to stimulate the 
interest of the pupil and lets him see ho v1 valuable the instruc-
tion he receives is. 
As the pupils advance part-time work might be found for them 
after school or on Saturdays if they desire it. Many business 
firms are glad to cooperate in this manner and the work which the 
pupils do will be of great educational value to them . and they wil 
be able to make many valuable contributions to the schoolroom 
assignments. 
There is a question whether instruction on bookkeeping 
mach ines should be added to the program of the high schools since 
many firms use these machines extensively today in their offices. 
The cost of installing such mach ines is exceedingly high and this 
perhap s prohibits their use in the smaller schools. A canvass 
made of representative business firms using these machines shows 
that they do not advocate t h is work in the high school program. 
They recommend, almost without exception, tha t any extra availabld 
time be spent on the fundamentals, especially Bookkeeping, EnglisJ , 
Penmanship and Arithmetic. 
• 
'I 
I 
I 
I 
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Instruction and Textbooks. 
The old bookkeeping courses tried to meet the demands of 
J those times. The emphasis was put upon the making of a neat 
reco~d and not what the entry meant to the management of the busi-1 
I 
ness. The instruction was general and the objection was volume of 
work. Hundreds of similar transactions were given as class as s ign-
, 
ments and carefully· recorded. In order to break the monotony, 
different schools traded business papers with each other but the 
whole procedure emphasized routine work and quantity of records. 
Then came the method of individual instruction. This was 
offered as an inducement to get pupils to enter, the idea being 
that pupils could enter at any time and co uld progress according 
to their own ability and not be kept back by other members of the 
class. It met a definite need and many pupils progressed nicely 
under it. Even where the business college did attempt to start 
a class or group at the same place native intelligence and indus-
' try broke it up soon after it was begun. It was too e xpensive for 
I 
a tuition-paying student to b e held back for the slower members ' I 
of the class. The textbook writers and publishers helped to I 
carry out this idea by introducing textbooks which would keep the / 
pupils at work but which gave no opportunity for class discussions. 
I The pupil was left more or less to his own resources and the 
teacher paid little attention to him beyond an occasional answer I 
to a question. This sort of instruction was called the "learning 
by doing" method and when the public schools took over the wol"k 
of commercial education they adopted the same plan and the same 
textbooks. 
For many years this method of "teachin~" was followed. The 
pupils were given texts and blank-books and to l d to "follow the 
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instructions of the book". The great trouble was that the pupils 
never understood the principles of what they were doing. They 
merely memorized the forms and f ollowed the book without any idea ' 
e at all of why things should be done in some particular way. 
• 
Gradually those interested i n education began to see that they 
were fo l lowing the wrong methods and began to change the plan or 
teaching . New textbooks were written and some of the best of the 
old ones revised, but the first real radical change in textbooks 1. 
on bookkeeping came with the i ntroduction of bus i ness forms in con:-
, junction with tex t material. The employer wanted a bookkeeper whol 
was famili ar with the kinds of documents used in ordinary daily 
business dealings and so these forms were introduced. Besides 
I 
I 
l 
' this, becaus e of the expansion of business, employers began to asl 
for employees who could analyze business transactions and tell 1 
I 
more about them than the mere recor ding. Some of the business I 
colleges changed .to meet this demand but in the publ ·ic high schoo~ s 
the text and methods remained pr act ically the s am e except the 
addition of questions and additional practise material which was 
intended to get the pupils to think. This was sometimes the 
fault of the school executives who put the pupils who were not 
able to do academic work into the bookkeeping classes, and oft en-
1 
times the teachers were those who failed in some other branch and l 
were g iven a ch ance to teach bookkeeping, because at that time it l 
was considered beneath the dignity of a college-bred teacher to 
teach commercial subjects. Th i s practise is not true ctoday and 
commercial schools are no longer regarded as a mean s of pr oviding ' 
a successful type of education fo r the academic high school 
failures. 
• 
-25-
From a teaching standpoint a good bookkeeping text will do 
nine things: 
1. It wil l give clear e xplanations and apt illustrations. 
2. It will give a minimum number> of rules. Students should be 
taught to apply general rules to special cases, rather than 
to memorize a great number of special rules • 
3. It will follow largely the inductive method of presentation. 
4. It will permit a theoretical training in the principles of 
boolckeeping and accounting, thus eliminating the too fre-
quent practise of merely offering models to be copied and 
memorized. 
5. It will be applicable to a scheme' of class recitation and 
class instruction. 
I 
I 
6. It will contain s everal medium or short-length practise sets, , 
and a liberal number of exercises involving special ac count-
ing principles. 
7. It will permit of frequent quiz zes and reviews. 
8. The matter will be arranged so as t o occ~py two ordinary high 
school years of two semesters each, with supplementary work 
· sufficient to cover a month's work in case the school year 
is ten months in length. 
9. It will train in the use of correct accounts and modern books 
of original entry from the first, and not present methods 
which will later on have to be unlearned by the student. # 
Besides being teachable a text-book must also be in ac ~ord-
ance with the prevailing business practices. The practice sets 
and business forms accompanying the texts should be carefully 
examined to see that they are in agreement with the methods used 
in business, in order that the pupils may become familiar with 
the forms and papers which they will come in contact with when 
they enter the business field. 
To satisfy the requirements mecessary for a good bookkeeping 
set it should do three things: 
1. It should emphasize the new points i l lustrated by the intro-
ductory exercises which should always precede a formal set. 
High School Commercial Education--- R. G. Walters. 
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2. Each set should be a review of previous work, but the 
amount of such review should be at a minimum. 
3. The arithmetic work contained in the s et should be simple. 
Involved commercial arithmetic should be left for the 
Mathmeti cs room. # 
Methods of Teaching 
A few years ago a good training in bookkeeping was considered 
largely to be the attainment of s kill in the technique of book-
keeping. Today, besides this there must be the ability to think 
clearly, analyze, and direct information gained from the record~. 
There are b'~ro · widely different methods of teaching bookkeeping, 
namely: individual and class method. A combination of the two 
seems to serve the purpose best for high school instruction. 
Under this method .the student may be required to study a 
principle thoroughly, then the instructor may enlarge upon it and 
bring out each step by means of illustrations, drawing largely 
I upon the experience of t he students. 
I 
Then there will be a class 
I 
I 
recitation on the subject which will make it possible for the 
student to bring into play all his imaginative and creative 
thinking. Practical application of the · princi ple should then be 
made by individual laboratory work. This work should not be too 
long, or contain too much repetition, but enough to establish the 
operation of the principle under vary i ng c ircumstances. 
The methods of teaching also depend on several considera-
tions, the chief of whi ch a r e; (1) The purpose which the course 
is to serve; (2} The content and scope of the course; (3) The 
type of pupil to be dealt with. As bo okkeeping is taught in 
many schools throughout the contry there is considerable lack of 
agreement as to the real pur pose of the course and very litte 
standardization of content except in such ways a s come from the 
# Principles and Methods in Commercial Education-Kahn and Klein. 
• 
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use of the same text books. 
In determining the method of teaching a course the capacity of l 
the student must be taken into consideration. I A method suitable for 
I 
pupils twenty years of age would not be suitable for pupils twelve ' 
1
or fourteen. The limitations placed by the immaturity of the 
!pupil must be recognized and the method of teaching chosen ac cord-
ingly. One of the tasks for the instructor with a class of begin-
1ners is in the presentation of the subject. Among the best kno\vn 
are the Journal Method, Account Method and Balance Sheet Method. 
Balance Sheet Method 
Any of these methods will produce results but many people 
thin~ that tne Balance Sheet Method is the best and most logical for 
high school students because it gives something definite and practil 
cal with which to start, something that can be connected with the 
experience of the student in various types of small business firms 
with which he is familiar. 
Psychologists maintain that a person works more intelligently I 
and with greater interest if he knows the goal toward which he is 
I !headed; that the mind forms a better idea of a new thing by study-
ing it as a unit first, then separating it into its parts, study-
ing each part in its relation to the whole, and finally building 
up the whole from its parts. # So in bookkeeping, the balance 
sheet and profit and loss statements which are the summary reports 
I o~ the r ecords ~or a given time ~orm the basis with which to start. 
Then in tak ing up the accounts and tracing their entries to their 
sources in the bo oks of original entry the interest of t he student 
is held because he can now reason why the details regarding a tranl 
saction must be recorded in an accurate and systematic way if he is 
to get the information he is seeking for the Balance Sheet. 
~ #Fundamentals of Accounting-- Koopman and Kester. 
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\Vhen bookkeeping is taught by the cla ss recitation method 
and the subject is developed by me ans of the balance sheet 
equation, bookkeeping has as much of educational value as any sub--
ject in the academic high school. It has an added element of 
interest because of its contact with al l of the activit ies of 
., everyday business life. The psychological method of developing 
each new topic by showi ng the use made of the new subject being 
presented , and by pointing out t he result before teaching the way 
to get the result, gives the student a chance to use his 
povver rather than his memory. 
reasoningj 
Account Method 
Those who advocate the nAccount 11 Method use the ac count as 
the basis for developing t he principles of bookkeeping . They 
teach the ac count first because business transactions affect 
I 
I 
accounts. The pupils mus t know the meaning of a ccounts before they 
I 
can intelligently understand the relation of transactions to such j 
accounts. The early teaching in this method j_s to train the 
student to analyse t ransactions and detePmine the ac counts af-
fec t ed and to under stand the relation of the bo oks of original 
entry to the ledger accounts affecte d by the transactions. After 
the a ccounts are thoroughly understood the student will realize 
that the statement building simply consists of collecting and 
arranging the results in a suitable form to show the result or 
condition of the business. In the same way the 
be made if the pupils understand the individual 
' 
balance sheet can I 
ac counts t h orough-
' 
ly. I 
The chief objection to any other method by the a dvocates of I 
the "balance sheet" method is that it makes necessa:r•y the follow- j 
ing of rules more or less blindly, and unless t h e end arr ived at 
I 
• 
-&_: ,, 
.. . 
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can be seen from the beginning the student will be compelled to 
rely on the text for the various steps to this end. Because of 
this sort of procedure the student will loosa interest and the 
method will develop dependence on the text rather than independ-
ence of thinking which is greatly to be desired. 
Until recent years the pupil received his knowledge through 
memory work and imitation of types and models. With the constant 
changing of business conditions and methods it has become neces-
sary to train the pupils to use their reasoning power and to 
I 
develop their power of initiative. "The knowledge learned through1 
memory worl{ is not enough. The appeal to the reason, the stimula-1 
tion of the imagination--for all of which the subject offers a 
great opportunity--have been almost entirely neglected." # 
Because of this teachers often find i t necessary to repeat ele- , 
mentary work in advanced classes and im many texts as . new matter ! 
I 
is introduced, the sets become longeP and longer, because, besides! 
having the drill on the new material much of the previous work 
has to be repeated. Some teachers are in favor of this since in 
actual business work the easy work would come up along with the 
more advanced work and in this way conditions are more like those 
in actual business. Other teachers favor shorter sets and less 
repetion of simple matter so that more attention can be given to 
the work whi ch is of more value to the pupils. 
Value 
Before beginning the formal study it is best to give the 
pupils a fe w general ideas as t o its value; show them the impor-
tance of bookkeeping to the business world, point out the open-
ings in business for bookkeepers and their chances of promotion. 
This may help to stimulate their interest and will give them a 
# Principles and Methods in Commercia 1 Education -Kahn and Klein. 
• 
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chance to see something of the end toward wh ich they are work ing. . 
Booklceeping properly taught furnishes the practical field for ! 
all the reasoning qualities and gives an abundant chance for drill 
and training in the habits of accuracy. Many employers believe 
I 
that as much information relative to business procedure can be had 
from the study of the general principles of bo okkeeping as can be 
obtained from the study of any other single subject. It is the 
one sub ject, whi ch for the majority of boys, g ives training that 
can be directly ap plied in work. Some element of it will appear 
in most of the things which they will do. They may not keep 
books or use ~ny concrete knowledge but they will find applica-
tion for th e genera l principles underlying it. 
Girls have, in most of the positions they hold, les s cha nce 
to make direct a ppl i cation of bookkeep ing teaching than boys. 
Unless girls are appealed to by bookke eping and have special 
ability along this line there is no justif i cation for compelling 
them to make an intensive study of it. 
General bookkeeping ha s something of value in it for all 
commercial students whether girls or .boys and regardless of what 
kind of a course they are pursuing. It has a genera l value for 
the information it gives in regard to b usiness methods and for 
its : drill in ac curacy. The f i r s t year's work is generally re-
quired of all commercial students because in most all business 
careers some knowle dge of business practice and of keep i n g record 
and some ability to interpret busines s data is necessary. Besides! 
its utilitarian value it has a value in the mental disci pline and 
I judgment and reason it requires and also has a great eth ical va l ue 
and helps to develop s elf-reliance as much as other studies. 
• 
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Vfuat the Employers Want 
Many employers make the plea that it is principles and not 
systems the pupils need to know a~d they question whether a nything' 
more than the fundamental teachings of a general course are needed! 
by the pupils who will go into bookkeeping work. The employers 
of eight important kinds of business were questioned in this 
regard and they arrived at the following as the maximum practical 
need for a vocation bookkeeping course: 
1. Understanding of debit and cr>edit. 
2. Understanding of posting. 
3. Ability to t ake off a Trial Balance. 
A few other general requirements were made such as good pen-
manship and a c curacy but these are not matters of bookkeeping 
alone. # 
What the Pupil May Expect 
On the other hand the question can be asked, "What may the 
pupil reasonably exp ec t as a result of his course in Bookkeeping?" 1 
And the ans wer is "that ·. the student should be prepared to start 
or to continue a set of books previously begun, in an ordinary 
trading, commission or manufacturing concern. He should be able 
to conduct the bo oks of such an enterprise, whether organized as 
an individual, partnership or corporation. He should be able to 
devise the books incident to simple partnership as well as to 
corporations and be familiar with the ordinary adjustments occa-
sioned by the results shown at the end of fiscal periods or due 
to dissolution." # 
I 
I 
I 
But in general the average pupils in the first years of 
worl{ are given very little if any chance to use this kind of 
thei 
traiJ -
1 
I 
I 
# Boys and Girls in Commercial Worl{ -- Bertha M. Stevens. 
• 
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l ing. Only those who are mature or expert bookkeepers are doing 
this kind of work. Because of the prevailing system of "loose-
leaf" bookkeeping the young workers are given some specific task 
to do such as checking , verifying or posting some particular 
type of entries and they get no chance to see how those separate 
tasks fit together to make up the whole system. 
Changes Recommended 
Many busines s men view bo okkeeping as a very responsible task j 
which they give only to experienced workers or to those who have 
had the opportun.i ty of learning the system of their particular 
office. The fact that the percentage of bookkeepers below the age 
of twenty is so small seems to point out that the courses in 
technical vocational bookkeeping should be given in the last years 
of the high school only. # They claim that the place of bookkeep 
ing is a f ter the general office training and not in place of it 
and that it should be considered as a specialized kind of office 
work which should be based on a knowledge of office work. They 
believe that general office training will be far more- valuable for 
the l arge number of pupils of the 8th, 9th, and lOth grades who 
have to drop out befor e finishing school than the bookkeeping which 
they now get. They claim that the bookkeeping course as now or-
ganized gives too much attention to theory and to financial state-
ments and does not devote enough time or attention to giving ac-
curate general business information or to developing definite 
~ office skill. 
The changes advocated are that in the first year of the high 
school commercial course, a course in office training shall be 
given in place of bookkeeping and that all courses in bookkeeping 
lbe place on a unit basis so that boys and girls who have to drop 
# Education for Business -- Leverett s. Lyon 
• 
l 
I 
j out wil l h ave had a complete course in the work as far as they 
1were able to go. 
I Accounting 
The offering of ac counting in the program of the high school 
l is a very recent development. Most of the cou rses in bookkeeping 
jare two or three years in length, a nd this leaves time for a cours~ 
jln the elements of ac counting . Since Accounting cannot be studied I 
without an und erstanding of bookkeeping, and because it is a sub-
ject for which only the mo r e mature are fitted, it is left until 
the last year of high school. 
I . The courses as given are not intended to pr epare professional 
' ac countants. The aim of such a course is to give the pupils the 
1 
' desire to unaerstand the purpose of ac counts, the interrelationship 
l of ac counts, and the ability to read and prepare the more ordinary 
business statements. It ha s a further aim to interest the pupils 
in the work and give them a desire fo r further st~dy along this 
line. It also serves as an int r oducti'on to the work they will do 
in institutions for higher commercia l training. 
The course should consist of a more intensive study of certain 
topics, especially the balance sheet and its interpretation, in-
come statements, controlling ac counts, reserves and depreciation 
and the distinction between capital and income should be emphasized. 
The change £rom single entry bookkeeping to double bookkee p i ng and l 
the changes from single proprietorship to partnership and from both 
I 
of these to a corporation and the organization of a corporation 
should be carefully studied. Fewer topics more intensely pursued J 
should b e the aim rather than too many topics treated in a general ! 
way. 
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Sununary 
The development of Bookkeeping and Ac counting has been most 
rapid in the recent years and its ever increasing importance in a 
e business world that is constantly changing brings up many problems 
in regard to the instruction of those who are to take part in this 
sort of work. There has been a very marked advancement since 1900 1 
in bookkeeping instruction in both the public secondary schools 
I 
and the private business colleges. Much still remains to be done 
but it may be said that accounting education ha s had a good begin-
lning in the United States and now rests on a solid f oundation. 
There is practically no country in the world where ac -~ ounting 
education is on a better foundation. 
!given the knowledge of Bookkeeping and Ac c ounting which will help 
them in their special line of work and those wh o expect to take 
courses in high schools of commerce, business administration and 
f inance must be given the preliminary work. 
The function of education is not to make routine workers but 
to help young students make the mo st of their abilities and capaciJ 
I 
ties and give them a chance to get ahead. Merely training book-
keeping-clerks is no longer the aim of the course in bookkeeping. 
The new demands of busines show bookkeeping records as sources of 
information needed in the management of business, not only to show I 
the results of past operation but to form a basis on which to plan 
operations for the future. 
The beginner should be shown the meaning and purpose of ac-
counting and not be given just a mass of definitions and rules to 
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1
1earn and apply t o his work. He should be shown t hat t he real 
,! function of bookkeeping and ac count ing is to fur nish detailed in-
formation with reference to a ss ets, liabilities, i ncome, expense, 
and proprietorship and how to us e these details in reports, 
!ana lysis sheets, statements of Profit and Loss and Balance ::>heets. 
il . 
li The books and r e cords are simply a way of providing this det a iled 
I 
' information. The process of bookkeeping is simply an historical 
r e cord kept i n such a way as to furnish this information. 
Bookkeeping holds its :pla ce in the commercial curriculum in 
view of the fact tha t it a ff ords the pupil the best mean s of 
. teaching business, why a nd how it is carr ied on, and its classifi-
1 
l cationinto reta i l, wholes a le, manufacturing etc. Incidently it 
develops in the students business habits such as punctuality, 
neatness, accuracy, etc. The student can b e taught through it the 
ab solute necessity of attention to d etails; the bookkeeping lessons/ 
ar e closely corrected and the pupil can be taught to work consis- · 
tently and patiently for a f i nal r esult. There can b e a c lose 
I correlation between bo okkeping and many other . of the conunercial 
subjects such as penmanship, a r ithmetic, business English, commer-
1 cial correspondence, business Ol'ganization and management. 
Ability to keep books is a by-product of inst r u ction of book-
k eeping and as such is i mportant but the r eal purpose behind book-
ke eping instruction i s the tea ch ing of business and the develop-
ment of business habits. Since strong character, good business 
~ habits, initiative, and thinking power through this subject are so 
well . developed it is only natural to believe tha t Bookkeeping 
will continue to constitute the background of seconda ry commercial 
educa tion. 
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